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ABSTRACT 
Stock verification is a vital action in public library. In past days books were reserved in 
almira and not issue in home. For this causes the probabilities of misplaced or lost was very 
little. But now library offer open access service. For this reasons the risks of misplaced, 
damaged of books and materials growths. Now it is essential to do stock verification of the 
library collection. In traditional method it take much more time. Stock verification evaluate 
the loss of books. It helps to offer well Service to the users. Stock verification is not an error 
less technique. The present study focuses towards stock verification in public library. 
 




Collection development is an important 
process of public libraries. Collection 
development supports to build library 
collection for education, research, and 
leisure purpose. Collection development 
helps to achieve the needs of library users.  
For proper collection development a well-
organized selection policy is necessary. 
The term stock verification is also known 
by other name like stock taking, stock 
checking, stock inspection, and inventory 
checking etc. Stock taking or inventory 
checking is the physical verification of the 
quantities and condition of items held in an 
inventory or warehouse. This may be done 
to provide an audit of existing stock. It is 
also the source of stock discrepancy 
information. Stock taking may be performs 
an intensive annual end of fiscal year 
procedure or may be done continuously by 
means of a cycle count.1 Public libraries 
provide both print and non-print or 
electronic information resources to the 
users. Examples of print resources are 
Books, Journal, Periodical, Magazine, 
conference proceedings etc. Examples of 
electronic resources are E- Journal, E-
Books, and E- Magazines etc. 
METHODS OF BUILDING LIBRARY 
COLLECTION  
Purchase 
Acquisition through purchase is important 
mechanism by which Collection 
Development can take place Public library 
cannot purchase all relevant and current 
documents due to shortage of fund. For 
this reason public library should create 
purchase rule. Public library purchased 
documents directly from any publishers or 
vendors depending upon the policy of the 
library.  
Following methods are followed by 
libraries in the time of acquisition by 
purchase-  
1. Tender system  
2. Quotation method  
3. Direct ordering with publishers  
4. Standing vendor method  
5. Dealer Library Plan  
6. Standing order  
7. Books-on-approval  
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8. Open purchases  
 
 
Gift and donations 
Gifts is a vital source acquisition of 
reading materials in library. Public library 
has built their collection through accepting 
gift and donations. General people, 
different educational institutions, and some 
organizations many times willing to donate 
their collections in the public library. 
Sometimes authors donate personal copy 
of his book to the public library. Gift and 
donations are familiar techniques of 
building collections in public library.  
Exchange 
Exchange found a significant source 
acquisition of reading materials in public 
library. According to Cambridge English 
Dictionary exchange means the act of 
giving something to someone and them 
giving you something else6. Every library 
should have some irrelevant materials that 
can be exchanged. Many times an 
irrelevant material for one library may be 
relevant for the other library. Beside this 
libraries can exchange multiple copies of 
library materials. 
Subscription  
Cambridge English Dictionary defined 
subscription as an amount of money that 
pay regularly to receive a product or 
service. Subscription is a right to collect 
books or magazines or periodicals in 
exchange of currency. It is an important 
methods to acquire library materials.  In 
this method a library has to develop an 
agreement with a publisher or vendors for 
a specific product. After subscription 
agreement the products are automatically 
supplied to the library. Subscription has 
specific duration of time. It must be 
renewed at the end of the time. 
Subscription is a major source acquisition 
of reading materials in public library 
Institutional membership  
Institutional membership is an important 
methods to acquiring materials in public 
library. Public library should register itself 
as member of other organisations who 
publish useful materials. It helps to receive 
their publication at least price or free of 
cost.  
Consortium 
A consortium is an association of two or 
more individuals, companies, 
organizations or governments (or any 
combination of these entities) with the 
objective of participating in a common 
activity or pooling their resources for 
achieving a common goal5. Consortium 
supports to deliver vast number of data 
which only one library cannot afford to 
acquire. It helps to save funds. Consortium 
helps to improve library collections. Public 
library may improve their collection 
through use of consortium. 
Open source 
Open source method is another methods in 
collecting documents. It is appropriate for 
acquiring digital documents. In this 
process, public library can download 
material from the publishers' or vendors' 
portal.  
ABOUT STOCK VERIFICATION 
Library is a storehouse of knowledge. In 
old age books were not issued in home. 
Books was stored in an almira with a lock 
system. For this reasons the chances of 
misplaced was very low. In this modern 
age most of the library maintain open 
access system for their user. In Library 
open access system books are organized in 
shelves in the classified order and users 
INTERNATIONAL RESEARCH JOURNAL OF MULTIDISCIPLINARY 
STUDIES  
  
 Vol. 3, Issue 1, January, 2017       ISSN (Online): 2454-8499      Impact Factor: 1.3599(GIF), 
                                                                                                                       0.679(IIFS)              
1st January, 2017                       Page No: 3 
have liberty of access to them. In this 
system readers have some duty. Users 
should not do unsocial activities like steal 
books. Open access library system give 
chances to users for access library books 
which he/she is interested. It provide great 
user-friendliness. User get opportunity to 
surfing the library himself/herself.  After 
that many times books get quite misplaces 
on shelves by users. Beside this unsocial 
activities like tearing of pages from books 
etc. held by some users. For this reasons 
the chances of misplaced, damaged of 
books and materials increases day by day. 
To keep stability among books, and to take 
satisfactory safety measures library stock 
verification is necessary. The main 
purpose of stock verification are- 
 To evaluate total number of books 
present in the library 
 To prepare a lost books list.   
 To prepare a damaged books list.   
 To take necessary steps to stop the loss 
of books. 
 
Stock verification report works as a 
recommendation for collection building. 
Stock verification report give relative 
information to the librarian and library 
committee. It help to create a new 
guideline for upcoming year. Some people 
said physical stock verification may reason 
trouble to users and disorder to routines of 
library. It may cause loss of time, money 
and service in library. Many men said 
manual library stock verification is an 
unnecessary work which give library small 
benefit. Today have many automated and 
semi-automated stock verification 
methods. Which give rapid and effective 
stock verification. 
 
REASONS FOR STOCK 
VERIFICATION 
The reasons of stock verification are 
below- 
 To verify up to date records of 
library; 
 Helps in revising the preventive 
measures; 
 To identify which book is lost; 
 To disclose the possible rate of 
lose; 
 To recognize misplace of books; 
 To expose the weakness and 
strength of the library holdings; 
 Helps to preserve library catalogue 
up to date; 
 Helps to avoids mistakes in stock 
records; 
 It specify popular book list; 
 It helps cleaning and dusting of 
books; 
 To find how much books necessity 
for repair; 
 To identify the total collection of 
library; 
 To deliver opportunities in weed-
out documents; 
 It helps to identify the list of 




DIFFICULTIES OF STOCK 
VERIFICATION 
The difficulties of stock verification are 
below- 
 Issue and return of books closed; 
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 Waste of time; 
 Library staff need training; 
 Insufficient support from the 
management; 
 Lack of budget; 
 It is a hard job for staffs; 
 Non helpful approach among 
librarian and library staff; 
 Library services affected at the time 
of  stock verification. 
 
NORMS OF STOCK VERIFICATION 
Stock verification schedule should be 
established and implemented as per the 
norms mentioned in the General Financial 
Rules (GFR). Libraries of Govt. of India 
and its other organisations have to do a 
mandatory physical verification of all their 
holdings as per the following guidelines 
(GFR, GOI, OM-23, 1984): 
 Complete annual physical 
verification of books should be 
done every year in the case of 
libraries having not more than 
20,000 holdings and not fewer than 
two qualified library staff. 
 Complete physical verification at 
intervals of not more than three 
years should be done in the case of 
libraries having more than 20,000 
but not more than 50,000 volumes. 
In case there is only one qualified 
staff. 
 Sample physical verification at 
intervals of not more than five 
years may be done in the case of 
libraries having more than 50,000 
volumes. If such sample 
verification reveals unusual or 
unreasonable shortage, complete 
verification shall be done4. 
 
TYPES OF STOCK VERIFICATION 
1. Manual library stock verification: 
Without help of computers and 
Library Management Software 
only help of library staff. 
2. Semi-automated library stock 
verification: Limited use of 
computers. 
3. Fully automated library stock 
verification: Full use of computer 
and Library Management Software 
STEPS OF MANUAL STOCK 
VERIFICATION 
 Prepare a stock verification rule for 
the library. 
 Select library holding which will 
bring for verification. 
 Prepare a list of issued books. 
 Prepare a separate list of damaged 
books. 
 After that librarian or library staff 
should give circle or tick or take 
any other symbol for the available 
accession number of books found 
in the library in the time of 
physical verification.  
 Then books should be rearranged. 
 After that gaps in accession 
numbers are recognised. 
 Prepare a separate lost books list.  
 The lost books list is further 
checked for cross-verification. 
 Librarian and library staff should 
ready a lost books list. 
 After that Librarian should prepare 
a lost books register. 
 Librarian should take necessary 
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 Inside the reading room there 
should be arrange alternative care 
by the library staff. 
 Library services should not posh at 
the time of stock verification, 
another. arrangements for Library 
Services must be done by librarian. 
 Providing extra Staff in the time of 
Stock Verification. 
 Disposal of damaged documents. 
 Need administrative support for 
stock verification. 
 Develop security arrangements. 
 Librarian and library staff both 
should take measures for lost 
books. 
 Reprographic service should be 
offer by the library. 
 Librarian should organize user 
awareness programme in every 
year about library use. 




Stock verification is an important aspect of 
library management. Stock verification 
helps to find that the collection up to date 
or outdated. After that with the permission 
of library committee librarian can think of 
weeding it or not. Stock verification helps 
to improve in the collection of libraries. It 
also helps to avoid repetition. Stock 
verification is necessary to identify how 
much resources dynamics within the 
library. In public library relevance of stock 
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